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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Agricultural  Marketing  Service 


HANDBOOK  OF  COMMODITY  DISTRIBUTION 

FOREWORD 


This  Handbook  has  been  yevised, and  brings  together  in  one  publication  the 
instructions  and  regulations  which  pertain  to  the  responsibilities  and 
duties  of  Distributing  Agencies  that  are  engaged  in  the  distribution  of 
coimnodities  donated  by  the  United  States  Department  of  Agriculture  o 

Careftxl  observauice  of  and  conformance  with  the  provisions  contained 
herein  will  facilitate  the  delivery  of,  control  of ^  and  accountability 
for  conmodities  donated  by  the  United  States  Department  of  Agriculture o 


■';//  '  \,i  f  L-J 

Director 
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September  1,  1955 
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PART  I  -  HANDBOOK  OF  COMMODITY  DISTRIBUTION 

General  


I  RESPONSIBILITIES 

Under  existing  legislation,  Distributing  Agencies  (D/A)  and 
the  United  States  Department  of  Agriculture  (USDA)  have  certain  joint 
and  individual  responsibilities  in  the  administration  of  Direct 
Distribution  Programs* 

A  Distributing  Agencies i  In  order  to  properly  effectuate 
the  USDA >8  price  support  and  surplus  removal  programs,  the  conmoditles 
acquired  by  the  USDA  under  these  programs  must  be  beneficially  and 
properly  utilized*  The  D/A>s  perform  important  and  necessary  functicms 
by  providing  channels  of  distribution  through  ^ich  these  commodities 
may  reach  organizations  and  individuals  that  need  and  could  not  other- 
vise  prooura  them*  These  distribution  channels  also  provide  for  the 
distribution  of  ooimoditles  that  are  purchased  by  the  USDA  under  the 
provisions  of  the  National  School  Lunch  Act  in  order  to  ''safeguard 
the  health  and  veil-being  of  the  Nation's  children* " 

Within  the  terns  and  oonditiens  of  the  agreement  entered 
into  betvetfi  the  D/A  and  the  USDA,  the  D/A  is  enpovered  to  pass  upon 
the  eligibility  of  recipient  organizations  or  individuals  to  receive 
commodities  donated  by  the  USDA*  The  D/A  is  authorized  to  request 
delivery  of  such  oonnoditias  as  are  available  and  can  be  beneficially 
utilized  within  the  terms  of  the  Noties  of  Allocation  issued  by  the 
USDA*  The  D/A  is  responsible  for  the  proper  receipt,  distribution, 
storage,  utilization  and  accountability  for  donated  commodities  that 
are  delivered  into  its  custody* 

B  United  States  Department  of  ^riculturei  The  USDA,  through 
the  Food  Disiribution  Division  oi  ihe  Agricultxiral  Marketing  Service, 
is  responsible  for  the  administration  of  programs  relating  to  the 
distribution  of  commodities  donated  by  the  Federal  Government  for 
domestic  consumption* 

Within  the  provisions  of  existing  legislation,  the  USDA  vill 
issue  instructions,  provide  supervision  and  offer  such  advice  and 
as listanoe  as  vill  provide  maximum  benefits  from  its  programs  and 
facilitate  the  operations  of  D/A's» 
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UHITED  STATES  DEPARTMEWT  OF  AGRICULTUBE 
Agricultural  Marketing  Service 
Washington  2$^  Do  Co 


PART  n  -  HANDBOOK  OF  C0MH3DTn  DISTRIBUTION 
Eligibility  


I  PURPOSE 

This  instruction  »ets  forth  the  groups  that  are  eligible  to 
receive  coimodities  donated  by  the  Uo  So  Department  of  Agriculture 
under  the  following  aui^oritiess 

^  Section  32  of  the  Act  of  August  21* ?  1935  s  as  amended  and 
related  legislation »  All  groups  listed  below  are  eligible  to  receive 
Section  32  commodities o 

B  Section  1*16  of  the  Agricultural  Act  of  191*9  o  All  groups 
listed  below '^e  elii^ble  to  receive  Section  1*16  commodities  o 

D  Section  6  of  the  National  School  Lunch  Act^  Public  Law 
396,  appro^i^r  luael* ,  191*6 o  Only  schools  participating  in  the 
National  School  Lunch  Program  are  eligible  to  receive  Section  6 
commodities  except  as  provided  in  Par«  II  G,  belowo 

II  ELIGIBIE  GROUPS 

The  following  type  of  org*aiisations  are  eligible  to  receive 
commodities  FROVIDBS  they  agree  that  (1)  donated  commodities  will 
be  used  for  their  consuaption  and  will  not  be  sold,  traded,  or  other- 
wise  disposed  of|  (2)  there  win  be  no  discrimination  or  segrega¬ 
tion  between  paying  and  nonpaying  persons  receiving  donated  commo¬ 
dities  |  (3)  adequate  facilities  will  be  provided  for  the  handling, 
storing,  and  use  of  the  donated  coBnoditiesi  (!*)  expenditures  for 
food  will  not  be  reduced  because  of  the  receipt  of  such  donated  food 
coanodities ,  except  that  this  condition  does  not  apply  to  Section  6 
commodities  distributed  to  schools  participating  in  the  National 
School  Lunch  Programs |  and  (5)  commodities  available  will  be  requested 
only  in  such  quantities  as  will  be  fully  utilised o 

A  Schools  Pv^lic,  Indian  and  nonprofit  private  schools  of 
high  schooinp^e  or  under  operating  n^iprofit  school  lunch  programs  o 
Schools  not  serving  complete  meals,  but  otherwise  meeting  the  above 
requirements  may  receive  only  coamiodities  that  do  not  require  pre¬ 
paration  for  serving  0 

B  Welfare  Agencies g  Public  or  private  welfare  agencies  that 
serve  or  assist  persons  or  families  in  needo 

1  Eligible  Recipient  -  Persons  or  families  receiving  the 
following  types  or  ^siitance  may  be  certified  to  receive  commodities s 
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PAST  II  ~  HANDBOOK  0?  COHHODITX  DISTRIBUTION 

(fmi - - —  - 


a  Dlr«ct  relief o 
b  Old  age  assiitanceo 
c  Aid  to  the  blind* 
d  Aid  to  dependent  childreno 
e  Aaor  ainiXar  catagory  of  aaeiatanee* 
f  Peraona  or  faniliea  certified  aa  in  need;  vhether 
or  not  they  receire  any  other  fora  of  aaaiatancee 

C  Indiana  8  All  Indiana  deternised  to  be  in  need* 

D  Instittttiona?  Nonpenal^  pabHc  and  private  charitable 
inatitutlcna  °  fax-exonpt^  nonprofit  inatltutiona  are  eligible  to 
the  extent  of  the  nupdber  of  needy  peraona  unable  to  pay  tha  full 
charge  for  aerrices  provided  to  theno 

E  SxMBwer  Caapa  8  and  Child  Care  Centera  (CCC)§  Tax°>aKeq;>t  ^ 
nonprofit  aummer  caapa  and  CCC  operated  for  the  benefit  of  childreno 

NOTE  8  The  Cepartnent  nay^  due  to  limited  aupply  or  other 
factora^  restrict  distribution  to  one  or  more  of  the 
above  outlets o 

F  Energwicy  and  Disaster  Relief  Organizationa  8  Any  organiaa- 
ti<»  providing  cawgency  or  (iis^ier  re^ex  la  eligible  PROVIDH) 
specific  authorisation  is  granted  by  the  Area  office « 

0  Experia^tal  or  Teatine  ^eaglees  Orgmisatlona  or  ageneiea^ 
public  or  pAvate$  tiiat  ^e  ©s^gageo  in  bona  fide  experinental^  test¬ 
ing  or  deaonatration  work  for  the  sole  benefit  of  eligible  schools^ 
institutions  5  agencies ^  or  organisations  are  eligible  to  receive  donated 
c<nM3dltie8  for  such  purposes^  provided  the  State  ag^cy  administering 
the  National  School  l^ch  Program  approves  the  particular  demonstration  ^ 
eo^erljiient  or  test  when  Section  6  co^ssdities  are  usedo 
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ACTION  Bfg  FDD  Arsa  Offices  md  Stats  Distrihvtinc  Agsactss 

Part  n  A  °  Hamlbook  of  CoMOditgr  Distrlbatiaii 
DlSIRIBUglON  to  |gwnr  tyMCBN 


I  PURPOS 

Ths  purpoos  of  this  instractioa  is  to  ovtIiBs  procsdsrts  to  bs  followed 
lA  effecting  distribution  to  needir  persons  o 

n  CANCELUTIOlf 

This  instructi^a  supersedes  paragrsphs  n  B  4i  C  of  &istruetim  8Ul<=^l^ 
dated  June  Ig  The  renaining  prorlsieiyi  of  8I|1°1  continue  in 

effects 

in  lUQIBlLITf 

Persons  who  bars  bewe  certified  as  needF  by  a  public  agencj 
resprasible  for  public  aoststance  or  relief  are  eligibls  to  rocoire 
Section  32  and  Section  i»l6  cosnoditieso  Distribution  to  nooc^  persons 
nay  be  aade  only  after  a  plan  has  been  suKnKitted  to  and  approved  bgr 
the  Area  Office  showing  the  procedure  end  aethods  to  bo  used  in 
certifylne  distributing  su^  coHooditieSe  Mse^  persons  nsy 
include  the  followings 

^  Poblic  Assistance  Recipients  Pers«is  who  are  the  recipients 
otg  or  hare  'been'''^c'iared~oXiglbie'  io  receive  finmcial  or  other 
assistance  provided  for  the  n®e^  by  a  State  or  local  govemasnt  and 
persons  receiving  assistance  or  benefits  under  the  progr«0  of  old°age 
assistance^  aid  to  depmdent  children^  aid  to  the  blinds  or  aid  to  the 
penOfiOiently  and  totally  disabled  or  siadlar  prograns  based  on  acononic 
need  provided  for  in  the  Social  Securi^  Act  nay  be  certified  for 
comnoditiss  as  herein  provided » 

B  Private  ^sistance  Recipients  -  Persons  who  are  the  recipients 
otg  or  hav®"^e«i  ^eelwrtl  eligibls  ~io  receive^  financial  or  other 
assistance  provided  for  the  need^  by  private  chsritable  agencies  and 
institutions  may  be  referred  to  an  authorised  public  welfare  agen^ 
who  nay  certify  then  as  herein  providsdo 
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C  Othag  Wfdr  PT8oas  Umiylnytdg  part^tiM  Mplajad  or  otter 
porsoas^  iniclndllt^in^ianoj,  idioao  incoaos  m  m  Ion  aa  to  roovXt  in 
tboir  teTing  neod  tmr  additional  food  mj  bo  roforrod  to  aa  aatborisad 
ptelic  wilfaro  ag«icgr  that  mqt  cortiiy  than  aa  teroia  proiidado 

1?  COKHTXOK  FOR  DOBkllOMS 

A  Ptelic  AaoBcsr  Cartificatioa  °  Conan  tliiioa  teaU  be  diatribntad 
orJ^  to  Mo^  paraona  nfco  &a^  Waa  certified  aa  aaa^  bj  a  State  or 
local  public  welfare  acen<7  or$  in  the  ease  of  Tndiaiia^  bj  a  pbblic 
welfare  agency  or  bj  the  Bureaa  of  Ibdiai  Affairoo  Ih  canxlag  cat 
itff  reaponaibility  for  certification  aa  to  need^  a  State  or  local 
pubHe  agency  nay  utiliae  the  aerrlcee  of  reapomlble  and  aecradited 
prirata  wolfaro  agondtae  Hevtrer^  fls^  official  eartification  of 
need  noat  be  nade  by  the  Federal^  State  or  local  public  wblfhre  agoney 
after  referrale  tewe  been  aade  by  the  prirato  welfare  ag«iciea. 

t'- 

B  Reeiewa  of  teed  Stat^  °  Certification  of  a  peraoa  aa  noedy 
shall  r^^PnSHiroo^rSrS^  as  his  eooaoaio  nead  esiatto  The 
conditiooe  of  need  for  ell  persons  certified  Mat  be  reviewed 
periodically  by  a  Fsteral^  State  or  local  ptelic  agmqr  to  detoniiie 
that  aneh  paraoaa  reaaln  neodyo 

^  Maintea«co  of  Eatabliated  teaiatapoe  Ley^  =>  2n  accoptJng 
coaiicditioe/'a^ciM  aaaistiiig  naa^f  porsoao  ansi  agree  in  writing 
mt  to  rodace  tte  lerel  of  fiMncial  or  other  laaietance  prowided 
to  tte  nee^  peracas  serwed  by  then  becaaee  of  tte  donation  of  IBDA 

coanoditieso 

?  OSS  OF  SQB-D1STR1B0T2I»  AfiEieClES 

Tte  State  diatribttting  agency  n^  enter  into  an  agreenent  with  a  State 
@r  local  public  agency  under  which  such  aganey  nay  act  as  a 
di®tribtttiBg  agency  for  tte  distribution  of  coKsodties  to  needy  personso 

Tte  State  diatributing  agency  or  its  adhoriaed  sub^stributing  ageaciea 
asy^  by  agreensat^  utilise  the  serwices  and  fa^litiee  of  other  public 
or  responsible  priwate  agencies  in  effecting  tte  physical  deliewry  of 
connodities  to  eligible  me<^  persons «  Howsswrj,  such  distribution  nust 
te  ssperrieed  by^  mA  resain  tte  responsibility  of ^  the  State  dietributing 
agencyo  The  State  distributing  agency  will  be  held  fully  aceountsble  for 
tte  proper  distribution  of  aH  coanodities  aede  ss'ailable  to  it  by  the 
^ted  States  DepartMRt  of  Agriculture  o 


FD-8Ul“2 

VI  RESPONSIBinTIES  OF  STATE  DISTRIBUTIIIO  AOiMCIES 

The  State  distributing  ag«nq7  shall  provide  for,  or  ahaH  cause  to  be 
provided  for  use  by  its  authorised  sub-distributing  agencies  or  other 
authorized  agencies  whose  services  are  utilized  in  the  certification 
of  eligible  persons  or  in  the  delivery  of  coranodities^  the  following 
procedures,  operaticms  and  reports  in  order  to  insure  proper  account¬ 
ability  of  the  coanodities  donated s 

A  Record  of  Eligibles  -  A  master  record  of  all  persons  or 
families  certified  to  receive  donated  coamiodities  must  be  maintained 
in  each  area  of  distribution o 

lo  This  record  must  show,  as  a  mininum,  the  name  and  address 
of  head  of  family,  the  date  on  which  certification  was  made,  the  family 
size,  and  the  type  of  recipient,  io®o,  public  assistance  or  othero 

2  c  The  master  record  must  be  kept  up-to-date  to  reflect 
recertifications,  deletions  of  ineligible^,  and  additions  of  newly 
certified  eligibles o 

®  Identif icati  on  -  Some  means  ©f  identifying  each  person  duly 
certified  as  neec^  misi  be  provided  so  that  it  may  be  readily  estab¬ 
lished  that  such  person  is  entitled  to  receive  donations  of  commodities 
at  the  time  distribution  is  raadeo  If  the  needy  person  is  unable  to 
appear  in  person  f(ur  his  commodities  he  may  desi^at®  in  writing  a 
representative  to  receive  his  donation o  The  comodities  shall  not 
be  delivered  to  any  person  unable  to  present  or  entablish  such 
identification  o 

C  Distributic^  Records  -  Distribution  records  must  be  maintained 
which  M±ll"r®llect  "tiie  <i®'iivery  of  coiaiodities  to  diligibl®  needy  persons© 
Qs^y  persons  or  l^ads  of  households  incl^®d  in  the  imst&r  record  of 
eligibles  shall  appear  on  the  distributicga  record© 

D  Coswodity  Accountability  -  Record  shall  b®  maintained  to  show 
the  anourit "co'simocll'iiss ' "i^ceiVed  for  distribution  to  needy  persons, 
the  amount  delivered,  substantiated  by  signatures  imiicating  receipt 
by  the  recipient  or  his  authorized  representative,  and  the  amount 
remaining  on  hand©  The  following  mirlMm  iMoniation  must  b®  shown 
on  the  document  containis^g  signatiares  of  persons  receiving  commodities  s 

1  Marne  of  person  or  head  of  household© 

2  Type  of  recipient,  ioe©,  public  assistance  or  other© 

3  Ifeflber  of  eligible  persons  in  household© 

U  Mmne  and  amount  of  cosmodities  distributed© 

5  Date  of  distribution© 

6  Signature  of  recipient© 
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E  Storage  and  Distribution  Facilitiee  -  Adequate  haaidling  and 
storage  facilities,  including  cooler  and  cold  storage  \tiere  needed, 
shall  be  provided  for  the  proper  safeguard  of  commodities «  Adequate 
facilities  for  the  distribution  and  delivery  of  commodities  to  needy 
persons  shall  be  provided,  including  sufficient  space  and  personnel 
to  perform  such  repackaging  as  may  be  required e 

F  Financial  Accounting  -  In  those  instances  where  all  distribu¬ 
tion  costs  are  not  financed  by  State  or  local  public  funds  and  it  becomes 
necessary  to  establish  another  method  of  defraying  distribution  costs, 
records  must  be  maintained  an  a  manner  which  will  permit  audit  of  collec¬ 
tions  and  disbursements  by  State  or  Federal  auditors o  Any  such  system 
must  be  a  nonprofit  operation  and  approved  by  the  apprcmriate  Area  Office 
of  the  Food  Distribution  Division®  In  the  event  the  D/A  or  sub-D/A 
contracts  for  warehousing,  transportation  or  other  services  for  idiich  a 
charge  is  made  in  connection  with  the  distribution  of  IBDA-donated 
commodities,  such  contracts  roust  provide  for  periodic  audit  by  State 
and/or  Federal  auditorSo 

G  Rates  of  Distribution  -  The  rate  at  which  coranodities  will  be 
distributed  to  individuals  and  families  will  be  established  by  the  D/A® 

To  aissist  in  establishing  these  rates,  the  Department  will  provide 
distributicn  guides  at  time  allocations  are  made®  The  distribution 
rates  established  in  this  guide  may  be  increased  or  decreased  at  the 
discretion  of  the  responsible  D/A®  However,  any  increase  should  be 
made  only  after  the  D/a  is  satisfied  that  the  amount  distributed  will 
be  utilized  without  waste  and  will  not  result  in  cOBmodities  being 
traded,  sold,  or  otherwise  diverted  to  unauthorized  use® 

H  Monthly  Reports  -  Reports  must  be  subadtted  each  month  by  the 
d/a  to  the  appropriate  Area  Office  of  the  Food  Distribution  Division 
giving  the  number  of  recipients  and  commodities  received®  The  Depart¬ 
ment  will  provide  appropriate  forms  to  be  used  in  submitting  such 
reports  giving  the  number  of  persons  certified  as  eligible,  the  number 
of  recipients,  and  the  comriodities  received® 

I  Disposition  of  Inventories  -  At  the  expiration  of  azy  distribu¬ 
tion  program  for  needy  persons,  all  inventories  of  comanodities  in  the 
hands  of  authorized  sub-distributing  agencies  or  their  agents  shall  be 
reported  to  the  D/a  for  proper  disposition  through  other  eligible 
outlets®  A  complete  report  of  such  inventories  and  the  dispositiem 
thereof  shall  be  made  to  the  Area  Office  of  the  Food  Distribution 
Division. 

J  Sijpervision  -  Adequate  State  administrative  personnel  shall 
be  provided  to  insure  that  certification  of  eligibles  and  distribution 
of  commodities  are  made  in  accordance  with  the  requirements  of  this 
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and  shall  include  the  verification  of  such  <q>trations 
through  field  visits  and  observations o 

K  Irregularities  »  State  distributing  agencies  shall  investigate 
and  report "  any  irregularities  in  connection  with  welfare  distribution 
to  the  dp^opriate  Area  Office  of  the  Food  Cistrlhution  Oivieion  md 
iMwdlately  Institute  ths  necesssiy  corrective  actiono 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

Agricultural  T’larketing  Service  ID  INSTRUCTION  NO®  8U2“1 

Washington  2S3  Do  C®  Revo“l 


ACTION  BYs  FDD  Area  Offices  and  State  Distributing  Agencies 


PART  III  -  HANDBOOK  OF  COMMODITY  DISTRIBUTION 
Allocation  of  Commodities 


I  PURPOSE 

The  purpose  of  this  revision  is  to  set  forth  the  basis ^  method j  and 
responsibility  in  the  allocation  of  commodities® 

II  CANCEUATION 

This  instx*uction  supersedes  Instruction  8Ii2“lj,  dated  6»1«50  and 
attached  Distribution  Schedixles  which  should  be  removed  from  the 
Handbook  of  CoBBtiodity  Distribution® 

ni  BASIS  OF  ALLOCATIONS 

The  basis  for  allocation  of  coninodities  to  D/A®s  is  as  follows  g 

A  Section  6  Commodities  =■  Section  6  commodities  are  allocated 
insofar  as  practicable  on  the  basis  of  the  peak  nuirber  of  children 
participating  in  Types  A  and  B  programs  in  the  National  School  Lunch 
Program  in  each  State  in  the  previous  fiscal  year  as  related  to  the 
total  number  of  children  participating  in  all  States®  Inventories 
in  the  State  will  also  be  a  determining  factor® 

B  Section  32  and  Section  lil6  Commodities  »=  These  cominodities 
are  allocated  on  the  basis  of  eligible  participants  and^  in  the  case  of 
perishables,  the  known  food  preservation  and  storage  facilities  avail¬ 
able®  Existing  inventories  in  the  State  will  also  be  a  determining 
factor®  Eligible  outlets  include  schools,  charitable  institutions, 
welfare  recipients  and  others  as  defined  in  8J4I-I?  Part  II,  and 
81a»2,  Part  II  A® 

IV  ALLOCATION  OF  COMMODITIES  TO  D/A's 

Allocation  of  all  conanodities  will  contain,  as  a  minimum,  the  following 
informations 
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(IV) 

A  Name  of  commodityo  (Program  Authority) 

B  LocatiOHo 
C  Quantity  0 

L  Description  how  packedo 
E  Carlo adingSo 
F  Distribution  guides o 
G  Eligible  recipients o 

H  Period  of  shipments o  Deadline  date  for  acceptance  5  deadline  date 
for  shipment o 

I  Special  storage  requirements  3  if  anyo 

J  kny  special  information  or  instructions  necessary  such  as  restric* 
tions  on  distribution  or  reallncation^  deadlines 3  stopovers,  etco 

V  GUIDES  FOR  EST/iBLISHlCNT  OF  DISTRIBUTION  RATES 

The  Published  Distribution  Schedules  vihlcJa  were  issued  as  attachments  to 
former  Instruction  are  no  longer  in  effect  and  will  be  superseded  by 

suggested  guides  for  distribution  which  will  be  issued  at  time  allocations 
are  madeo  These  guides  are  based  upon  the  best  information  available  as 
to  the  avere^e  rate  of  consumption  per  month  of  use  of  various  commodities 
by  children  in  schools,  by  indigents  in  institutions  and  by  needy  persons 0 
These  guides  ai*e.  set  fos^th  for  the  purpose  of  assisting  distributing 
agencies  in  establishing  actual  rates  of  distribution  for  individual  com"- 
modifies o  The  distribution  rates  as  used  by  the  distributing  agencies  may, 
therefore,  be  more  or  less  than  the  goiideso 

VI  FACTORS  OF  DISTRIBUTION 

Distributing  agencies  in  xnaJcing  allocation  and  distribution  of  commodities 
to  recipient  agencies  should  take  the  following  factors  into  considerations 

^  of  Distribution  and  Utilization  »■  Distributing  agencies 

should,  vihare  possible,  distribute  commodities  at  least  monthly o  Frequent 
distribution  provides  for  the  most  satisfactory  inventory  control  and 
conservatioLi  of  storage  facilities  and  reduces  the  possibility  of  commodity 
loss  and  spoilage  due  to  the  inadequacy  of  storage  facilities  at  the 
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recipient  agency  level*  However ^  where  it  is  ijtipracticable  to  make 
monthly  distribution ^  the  distributing  agency  sh^d  determine  that 
a  period  of  utilization  (the  nuitiser  of  months  that  a  given  anount 
of  a  commodity  will  last  if  used  at  the  rate  of  distribution  estab” 
lished  by  the  D/A)  is  not  in  excess  of  the  safe  storage  period® 

B  Storage  Facilities  ->  Commodities  should  not  be  distributed  to 
a  recipient  agency  in  a  quantity  greater  than  it  can  safely  store  during 
the  expected  period  of  utilization.  The  Handbook  of  Storing  Direct 
Distribution  Foods  gives  approximate  safe  keeping  times  under  various 
temperatures  and  storage  conditions  and  D/A*s  should  assure  themselves 
that  storage  facilities  available  to  the  recipient  agencies  will  safely 
store  the  commodity  being  distributed  during  the  expected  period  of 
utilization. 

C  Inventories  -  The  amount  of  a  commodity  that  a  recipient  agency 
has  on  hand  must  be  considered  when  additional  allocations  of  the  same 
commodity  are  to  be  made.  The  total  ar»\mt  of  a  commodity  available  at 
one  time  is  the  amount  to  be  allocated^  plus  the  amount  in  inventory. 
Therefore,  this  total  amount  should  be  considered  in  determining  the 
period  of  time  during  ^ich  a  given  commodity  should  be  used. 

Vn  ACCEPTANCE  AND  REJECTION  OF  ALLOCATIONS  BY  D/A 

A  Accept^ce  -  The  D/A,  upon  receipt  of  an  allocation  from  the 
Area  Office  will,  if  accepted  in  whole  or  in  part,  proceed  with  required 
steps  as  outlined  in  Paragraph  III  A,  Part  IV.,  FD“8U3“3.s  as  revised 
U-lii-53o 

B  Rejection  =  If,  upon  receipt  of  an  allocation,  it  is  rejected 
in  whole  or  in  part,  the  D/a  must  advise  the  Area  Offices  in  writing 
as  to  the  reason(ii^  for  the  rejection® 

C  Redonation  of  Commodities  by  a  Distributing  Agency  =»  Whenever 
a  d/a  has'  commodities  on  hand  which  they  cannot  efficiently  utilize, 
a  request  should  be  made  iirmiediately  to  the  Area  Office  for  instruc¬ 
tions  as  to  the  disposition  of  such  commodities . 

VIII  ALLOCATION  OF  COMMODITIES  TO  RECIPIENT  AGENCIES  BY  D/A 

Allocation  of  all  commodities  to  recipient  agencies  originate  with 
the  d/a.  Commodities  may  be  allocated  only  within  the  terms  of  the 
allocation  received  from  the  Area  Office.  In  addition,  commodities 
may  be  distributed  only  to  those  recipient  agencies  which  accept 
allocations  by  making  requests  for  the  commodities  offered.  The 
recipient  agencies*  reque^s  may  be  secured  in  coidsination  with  the 
required  receipt  at  the  time  of  actual  delivery  and  acceptance  of  the 
commodity  by  the  recipient  agency. 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE  n)<-81i3“l 

Agricultural  Marketing  Service 
Washington  25 ^  D.  Ce 

PART  IV  -  HANDBOOK  OF  COMMQDITI  DISTRIBUTION 
Delivery  Order  (Form  F?Sk) 


I  PURPOSE 

This  instruction  sets  forth  the  procedure  to  be  followed  in  the 
use  of  Delivery  Order  (d/O)^  Form  FP=-5ii  by  a  Distributing  Agency  (D/A)o 

II  PURPOSE  AND  USE 

The  D/O  is  the  document  used  by  a  D/A  to  order  coimnodities  from 
the  United  States  Department  of  Agriculture  (USDA)^  to  furnish  shipping 
instructions  to  USDA  and  to  receipt  for  the  commodities  deliveredo 
This  form  will  only  be  used  to  order  commodities  on  which  the  Govern.- 

ment  pays  transportation o 

A  When  P/O  is  Required t  A  D/O  is  required  for  each  requested 
shipment  of  a  carload  or  less  for  each  destinationa 

1  Split  Shipments  of  Carloads g  In  preparation  of  D/0°s 
to  cover  deliveries  to  two  destinations  made  from  one  carload^  the 
d/a  must  ascertain  that  proper  routing  is  arranged  so  that  the  stop* 
off  point  is  in  a  direct  line  with  point  of  final  destination®  ®’Out 
of  line"  movements  cannot  be  approved  as  they  move  on  a  high  cost 
"local"  rather  than  "through"  freight  rates® 

III  PREPARATION  AND  DISTRIBUTION 

The  following  instructions  furnish  in  detail  the  information 
necessary  for  the  preparation  of  the  D/O  by  the  D/A® 

A  Following  Acceptance  of  Allocations  Following  acceptance 
of  an  allocation  of  a  commodity^  the  D/A  originates  the  D/0(s)  by 
filling  in  the  numbered  subparagraphs  as  follows,  which  correspond 
to  the  numbered  spaces  on  the  attached  facsimile  of  the  D/G 
(Exhibit  a) g 

1  STATE  8  Enter  the  name  of  the  State  or  Territory  in 
which  the  D/A  is  located® 

2  COMMODITY g  Enter  the  name  of  the  commodity  as  it  is 
given  in  the  Notice  of  Allocation  from  the  Area  office® 

•3  QUANT ITYg  Enter  the  amount  and  description  of  the 
units  ordered,  eog®,  500  cases  2ii/2|-,  ii50“100  lb®  sacks,  536  bu® 
baskets,  etc®,  as  indicated  in  the  Notice  of  Allocation® 
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PART  IV  HANDBOOK  OF  COMMODITY  DISTRIBUTION 
 PeliYeiy  Order  (Form 

(ni  A) 


ij.  Delivery  at  Destination  (Dates)  ”  Unless  delivery  at  destination 
imist  be  made  d’oring  a  specified  period  in  order  to  be  accepted  by  the  consignee 
this  space  should  be  left  blank®  The  phrase  "soon  as  possible"  may  be  in^ 
sertedo 

^  Agency  Order  Number  -  Enter  D/a  identifying  number  if  desired® 

^  Name  of  Agency  =  Enter  the  exact  full  name  of  the  D/A  as  it  is 
used  in  the  Agreement  Form® 

7  Agency  Representative's  Signature  °  Enter  manually ^  in  ink  or 
indelible  pencil^  the  signature  of  an  actual  representative  of  the  D/A  who 
is  authorized  to  act  in  its  behalf  o  This  may  be  the  same  mdi'vldual  who 
executed  the  Agreement  Form  or  any  designeeCs)® 

8  Date  ”  Enter  the  date  on  which  the  D/O  was  signed  by  the  D/A® 

9  &  10  Leave  Blank®  These  spaces  are  used  by  the  Area  Office® 

Ship  to  “>  Enter  the  name  of  the  representative  of  the  D/A 
(Space  7)  followed  by  the  name  of  the  D/A  (Space  6)  that  will  be  held  ac“ 
countable  for  the  distribution  of  the  shipment §  Oog®,  "J®  Doe  for  State 
Department  of  Public  Inst®** 

Gai-e  of  ”  If  delivery  at  destination  will  be  accepted  by  the 
representative  of  the  D/A  (Space  11)  5  enter  "Same  As  ihip  To"  here®  If 
delivery  at  destination  will  be  accepted  by  a  person  other  than  the  repre^ 
sentative  of  the  D/A  named  in  Space  11,,  the  coi^le't©  name  (including  title 
and  agency)  of  such  person  will  be  entered® 

13  Destination  “  Enter  here  the  specific  location  at  which  shipment 
is  to  be  delivered  for  unloading  y  Oogor,  (l)  "Blanks's  Whse®,,  Lakeland  §  Floridai 
(2)  723“8th  Street.  Springfield,  MOo|  or  (3)  Penna  Team  Tracks  Washington^ 

Do  Co" 


lii  Send  Prepaid  Wire  Notice  of  Shipment  to  Enter  the  name  and 
address  of  the  person  to  whom  a  wire  notice  of  shipment  is  to  be  sent®  Only 
one  wire  notice  of  shipment  will  be  sent  for  each  carload  shipped^  except 
where  a  shipment  is  split  between  two  different  States y  in  which  case.?  a 
wire  notice  of  shipment  will  be  sent  for  each  portion  of  the  car®  Therefore y 
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PART  IV  -  HANDBOOK  OF  COMMODITI  DISTRIBUTION 
Delivery  Order  (Form 


(III  A  Hi) 

where  shipments  are  split  between  consignees  in  the  same  State  the  person 
designated  to  receive  the  wire  should  be  able  to  notify  consignees  at 
stop”Off  and  final  destinations  o  This  space  on  the  part  of  split 
shipment  D/O^s  within  the  same  State  may  be  filled  in  by  inserting  *’See 
D/O  (number)  ’’A”^  attashedJ’ 

Special  Instructions  Where  Required  “  Remarks  in  this  space 
will  be  made  as  follows s 

a  When  shipment  is  required  to  be  made  by  rail  insert 
"Via  Rail  Only"© 

b  When  shipment  is  required  to  be  made  by  truck  insert 
"Via  Truck  Only"o 

c  When  shipment  may  be  made  either  by  rail  or  truck  and 
the  destination  shown  in  Space  13  will  be  the  same  regardless  of  the  method 
of  delivery  used^  insert  "Via  Truck  or  Rail"o 

d  When  shipment  may  be  made  either  by  rail  or  and 

the  destination  shown  in  Space  13  will  differ^  according  to  the  riiothod  of 
delivery  use  do 

(l)  If  destination  in  Space  13  will  apply  to  rail 
delivery  only,  insert 

"Via  Rail§  See  Space  13  above" 

"Via  Tracks  Charge  13  above  to  " 

EXAMPLE  "A" 

13®  DESTINATION  Blank^s  Whseo,  Lakelaoid,  Flao 

(Point  at  which  shipment  is  to  be  imloadeds  Street  &  Noo,  City  &  State) 

Wo  SPECIAL  INSTWTlMSvMffi^REQU®D  DEtl^ING  RoRc^  TEAM  TRACK,  SIDING, 

ETCo 

VIA  Rails  See  13  above®  ACL  Dely® 

VIA  Trucks  Change  13  above  to  700  Main  Avenue,  Lakeland,  Flao 
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PART  IV  -  HAMDBOOK  OF  COMODITY  DISTRIBUTION 
Delivery  Order  (Form 


(in  A  13) 


(2)  If  destination  in  Space  1,3  will  apply  to  truck 
deliveiy  only  ,,  insert 


’*Via  Trucks  See  Space  13  above** 
’’Via  Rails  Change  13  above  to^ 


13 o  DESTINATION  Blank '^s  Whsee^  Syracuse j,  NoYo 

(Point  at  which  shipment  is  to  be  unloaded?  Street  &  Noe^  City  &  State) 
I^^SPECIAL  INSTRUCTIONS  MIERE  REQUIRED  §  DELIVMniG  RoRo^  TEAM  TRACK,  SIDING,  ETCo 
VIA  Trucks  See  13  above e 

VIA  Rails  Chaige  13  above  to  NYC  Team  Track,  Itth  &  Main  Sto,  Syracuse,  NoYo 

e  If  the  rail  destination  given  in  either  Space  I3  or  as  an 
alternative  destination  in  this  space  is, 

(1)  Chi  a  team  tracko  Enter  the  name  of  the  team  track 
as  shown  in  EXAMPIE  ‘*B®'  above  a 

(2)  On  a  private  siding  or  to  a  waiehouse  on  a  siding 

at  a  point  where  reciprocal  switching  is  not  in  affect o  Enter  the  name  of 
the  railroad  on  which  the  warehouse  or  siding  is  located  as  shown  in  EXAMPLE 
”A”  above o 


D®li'y®iy  Order  Nunfcer  =■  Insert  in  this  -space  a  D/O  number  in 
accordance  with  special  instructions  issued  by  the  Arc  •.  office o 

®  Distribution  »  ,^ter  preparation  of  the  D/O  as  described  above,  the 
D/A  will  retain  one  (white)  copy  and  send  the  remainiRg  four  copies  to  the 
Area  office© 

NOTE  ”  The  Area  office  will  furnish  D/A®s  with  copies  of  Form  FP'-L^li 
as  acknowledgment  of  receipt  of  D/O^s  in  the  Area  office© 

^  following  Receipt  of  Shipment  ^  The  pink  and  white  copies  of  the  D/O 
will  be  ret'orned  to  the  D/A”*^5er  shipment  has  been  aeconplished,  and  ai^e  to 
be  completed  as  soon  as  possible  alter  receipt  as  follows? 

1  Where  entire  shipment  was  received  in  good  condition, 

a  Space  29  =  Date  Shipment  Received  =  Enter  the  date  on 
which  the  shipment  was  placed  for  imloading© 
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PART  IV  »  HANDBOOK  OF  COMMODITY  DISTRIBUTE 
 Order  (Form  FP»5i4) 

(III  C) 


b  Space  30  “  Signature  of  Authorized  Agent  «  To  be  signed 
by  authorized  agent  of  D/Ao 

2  o  Where  shipinent  was  received  with  shortage  and/or  damage  5 

a  Space  23  °  Noe  and  Size  Uni^s  Received  °  Enter  the  actual 
number  and  size  of  units  contained  in  the  shipment  on  receipt  at  destinationo 

b  Space  2k  <=>  Noo  and  Size  Units  Accepted  ■=  Enter  the  actual 
number  and  size  of  units  accepted  on  receipt  at  destinationo 

c  Space  25  °  Noo  and  Size  Units  (Difference)  “•  Enter  dif” 
ference  between  figures  shown  in  Spaces’T3~Sd"m7'^  ” 

d  Space  26  =  Net  Weight  Received  Enter  the  net  weight 
representing  the  number  of  units  received  as  shown  in  Space  23 o 

e  Space  27  “  Net  Weight  Received  in  Good  Gondition  »  Enter 
the  net  weight  representing  the  number  of  units  accepted  as  shown  in 
Space  2U0 

f  Space  28  Net  Weight  (Difference)  ■=  Enter  the  net  weight 
representing  the  difference  between  the  number  of  units  received  and 
accepted  as  shown  in  Space  2^o 

g  Space  29  =  Date  Shipment  Received  -  Enter  the  date  on 
which  the  shipment  was  placed  for  ■ynloadtngo 

h  Space  30  »  Signature  of  Authorized  Agent  <=  To  be  signed 
by  the  authorized  agent  of  theDTAl 

^  Disposjition  of  Pink  Copy  of  P/O  After  Completion  =>  The  pink  copy 
of  the  D7Sis'''to'*be”f  orwarded  to  the  Area  office  o  Where  shipment  was 
received  with  a  loss  claimed^  the  pink  copy  must  be  accompanied  by  the 
original  Form  FPSJ ^  "Report  of  Shipment  Received  Short  and/or  Damaged**© 

(See  Paragraph  Part  V) 
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PART  IV  <«  HAIffiBOOK  OF  COMMODITY  DISTRIBUTION 
Delivery  Order  (Form  FP°5ii) 


(III  A  15) 


(2)  If  destination  in  Space  1,3  'will  apply  to  truck 
delivery  only,  insert 


’*Via  Trucks  See  Space  13  above** 
*‘Via  Rails  Change  13  above  to 


l3o  DESTINATION  Blank's  Whseo^  Syracuse,  NoYo 

(Point  at  "Kiiich  shipment  is  to  be  unloaded s  Street  &  Noo,  City  &  State) 

1^'-  SPECIAL  INSTRUCTIONS  MIERE  REQUIRED s  “DELIVIMIJG  RoRo,  TEAM  TRACK,  SIDING,  ETCo 
VIA  Trucks  See  13  above e 

VIA  Rails  Change  13  above  to  NYC  Team  Track,  hth  &  Main  Sto,  Syracuse,  NoYo 

e  If  the  rail  destination  given  in  either  Space  13  or  as  an 
alternative  destination  in  this  space  is, 

(1)  On  a  team  tracko  Enter  the  name  of  the  team  track 
as  showi  in  EXAMPLE  *'6'*  above  a 

(2)  On  a  private  siding  or  to  a  waiehouse  on  a  siding 

at  a  point  where  reciprocal  switching  is  not  in  effecto  Enter  the  name  of 
the  railroad  on  which  the  warehouse  or  siding  is  located  as  sho'wn  in  EXAMPLE 
*'A*'  above  o 


Delivery  Order  Nunfcer  =■  Insert  in  this  -space  a  D/O  nmfcer  in 
accordance  with  special  instructions  issued  by  the  krc  \  office o 

®  Dlstribut^jon  “  After  preparation  of  the  D/O  as  described  above,  the 
D/A  will  retain  one  (white)  copy  and  send  the  remaining  foiU'  copies  to  the 
Area  office o 

NOTE  »  The  Area  office  will  furnish  D/A®s  with  copies  of  Fom  FP-I/»ii 
as  acknowledgment  of  receipt  of  D/O's  in  th®  Area  office o 

^  Following  Receipt  of  Shipment  The  pink  and  white  copies  of  the  D/O 
will  be  returned  to  the  shipment  has  been  accomplished,  and  ai’®  to 

be  completed  as  soon  as  possible  after  receipt  as  follows  8 

^  ^here  entire  shipment  was  received  in  good  condition, 

a  Space  29  •=•  Date  Shipment  Received  °  Enter  the  date  on 
which  the  shipment  was  placed  for  unloading o 
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PART  lY  HANDBOOK  OF  COMMODITY  DISTRIBUTE 
_ .  Order  (Form  FP^^it) 

(III  C) 


b  Space  30  "  Signature  of  Authorized  Agent  «  To  be  signed 
by  authorized  agent  of  d/Ao 

2  o  Where  shipinent  was  received  with  shortage  and/or  damage  5 

a  Space  23  °  Noo  and  Size  Units  Received  =>  Enter  the  actual 
nuinber  and  size  of  units  contained  in  the  shipment  on  receipt  at  destinationo 

b  Space  2k  =>  Noo  and  Size  Units  Accepted  =  Enter  the  actual 
number  and  size  of  units  accepted  on  receipt  at  destinationo 

c  Space  25  =  Noo  and  Size  Units  (Difference)  -  Enter  dif” 
ference  between  figures  shown  in  Spaces  23  and  2iio 

d  Space  26  =  Net  Weight  Received  ■»  Enter  the  net  weight 
representing  the  muriber  of  units  received  as  shown  in  Space  23  o 

e  Space  27  ■“  Net  Weight  Received  in  Good  Condition  »  Enter 
the  net  weight  representing  the  number  of  units  accepted^as  shown  in 
Space  2I40 

f  Space  28  ■=  Net  Weight  (Difference)  =  Enter  the  net  weight 
representing  the  difference  between  the  nujidcer  of  units  received  and 
accepted  as  shown  in  Space  25 o 

g  Space  29  °  Date  Shipment  Received  -  Enter  the  date  on 
which  the  shipment  was  placed  for" mloadingo 

h  Space  30  “  S:ignature  of  Authorized  Agent  To  be  signed 
by  the  authorized  agent  of 

^  Disposiition  of  Pink  Copy  of  P/O  After  Completion  =■  The  pink  copy 
of  the  D75"'is”to~  be”  forwarded  to  the  Area  office  o  Where  shipinent  was 
received  with  a  loss  claimed^  the  pink  copy  must  be  accompanied  by  the 
original  Form  FP^^Ts  "Report  of  Shipment  Received  Short  and/or  Damaged'^ o 
(See  Paragraph  Part  V) 
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Form  FP-54 
(7-9-48) 


U.  S.  DEPARTMENT  OF  AGRICULTURE 

PRODUCTION  AND  MARKETING  ADMINISTRATION 


ESHTBIT  A 


DELIVERY  ORDER 


TO:  PRODUCTION  AND  MARKETING  ADMINISTRATION 

commodity 

2. 

STATE:  lo 

quantity 

3. 

Delivery  at  destination  (Datesi  , 

between  and 

AGENCY  ORDER  NO. 

5. 

NAME  OF  AGENCY 


6o 


The  undersigned,  being  duly  authorized  to  receive  and  accept  coinmodities  for  and  on  behalf  of  the  above  named  agency,  does  hereby 
agree:  To  accept  the  above  described  commodity  upon  delivery  at  the  destination  shown  below  and  to  distribute  the  entire  quantity 
in  accordance  with  instructions  prescribed  by  the  Production  and  Marketing  Administration.  The  signing  of  the  "Consignee’s  Receipt 
and  Report  of  Condition  on  Arrival"  by  the  herein  authorized  agent  shall  constitute  acceptance  of  the  commodity  for  and  on  behalf 
of  the  above  named  agency. 

7«  8*  lOo 

lAOENCV  representative  9  SIGNATURE)  iDATE’  (APPROVED  FOR  PMA)  IDATEl 


SHIPPING  INSTRUCTIONS 


SHIP  TO 

SEND  PREPAID  WIRE  NOTICE  OF  SHIPMENT  TO 

16, 

(NAME  OF  CONSIGNEE  AGENT  INSTITUTION  ETC 

CARE  OF 

(NAME' 

(NAME  AND  TITLE  OF  PERSON  -  AUTHORIZED  AGENT  AT  DESTINATION) 

DESTINATION 

(STREET  AND  NO  I 

(POINT  AT  WHICH  SHIPMENT  IS  TO  BE  UNLOADED  STREET  AND  NO  CITY  STATE^ 

ICITY)  (STATE) 

SPECIAL  INSTRUCTIONS  WHERE  REQUIRED  DELIVER. NG  R.R  .  TEAM  TRACK  SLDING,  ETC. 


14* 

HE  IT 

15* 


THIS  SPACE  FOR  PMA  ONLY 


PROGRAM  NO 

17o 

CONTRACT  NO 

18. 

SHIPPING  TICKET  NO. 

19. 

BILL  OF  LADIK 

20 

G  NO. 

_ 

DELIVERY  ORDER  NO. 

21. 

COMMODITY 

22, 

NO  AND  S  TE  UNITS  SHIPPED 

23, 

QUANTITY  SHIPPED 

24, 

GROSS  WT:  NET  WT; 

SHIPPING  POINT 

25, 

R  R  AT  ORIGIN 

26, 

GRADS  AND  TYPB 

27, 

CARRIER  SERVICE  REQUIRED 

28, 

DATE  SHIPPED 

29. 

CONSIGNEE’S  RECEIPT  AND  REPORT  OF  CONDITION  ON  ARRIVAL 


DATE  AND  TIME  CAR  PLACED  AT  DE8TIN/.T10N 

30, 

DATE  AND  TIME  UNLOADING  STARTED 

31. 

DATE  AND  TIME  UNLOADING  COMPLETED 

32, 

CAR  INITIALS  AND  NO. 

NO.  AND  SIZE  UNITS  RECEIVED 

NET  WEIGHT  RECEIVED 

33» 

35, 

37, 

CAR  DOOR  BEAL  NOS. 

NO.  AND  SIZE  UNITS  ACCEPTED  (SEE  NOTE  ) 

NET  WEIGHT  RECEIVED  IN  GOOD  CONDITION  (see  NOTE) 

34, 

36. 

38, 

39, 


40. 


ISIGNATURC  OP  AUTHORtZKD  AGENT  AT  OrfSTINATION) 


NOTE:  Whsrs  the  number  of  Units  occepted  and/or  the  Net  Weight  Received  in  Good  Condition,  differs  from  that  shipped  os  entered  under  'This  Space  for 
PMA  Only/'  The  reverse  side  of  this  ehoet  must  be  completed. 
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UNITED  STATES  DE?AE.TI®^JT  OF  AG-HXGTJLTDPtS 
Agrienltiiral  Marketir-g  Service 
Vfeabjiigton  2$^  Dc-  C. 


PART  ?  =  HA?®BGOK  OF  CBMMCDIK  DISTEIBUTiUM 
_  mid  Raseipt  of  Coj-iitioditiisa 


I  PimPOSI 

This  instraetion  describes  tlie  docxir^Bats  nsed  ia  shipa^nt  aM 
receipt  of  eomodities  ordered  on  Delivery  Order  Forsiis  FF^^li  axid  sets 
forth  the  steps  necessary  to  process  such  dosmentSo 

II  mEE  NOTICES  OF  SHJPMNT 

Prepaid  wir-e  notices  of  shipments  will  be  sent  to  the  person 
designated  cn  the  D/O  on  the  same  day  that  shipments  are  mad®  aM 
should  contain  the  following  informations  (1)  Commodity ^  (2)  Date 
shipped^,  (3)  Origin  poant^  (Ij.)  D/O  nuiii^erj,  ($)  Quantity  shipped^ 

(6)  Car  initials  and  nosier ^  or  State  license  number  of  trucks 

(7)  Delivering  carrier^  (8)  Destination^,  (9)  For  split  shipments  § 
the  nuiitjer  of  rniitSp  gross  weight  and  net  weighty  delivering  carrier 
for  each  consignee  and,,  where  applicable 5  the  reversal  of  stop-over 
and  final  destinationo 

in  QOVERMKT  BIUS  OF  LAX'IiCi 

The  original  government  bill  of  lading  (B/L)  will  be  sent  to 
the  d/a  after  shipment  has  been  accosr^lished  and  is  to  be  ccmpletsd 
as  follows? 

A  When^No  Loss  Is  Reported?  VJhen  a  shipment  is  received  with- 
out  loss^  the  3/L  will  be  completed  by  filling  in  the  ^‘Consignee  *  s 
Receipt  of  Delivery*®  as  follows  g 

1  Insert  FiaEie  of  delivering  car’rier  ayid  actual  point  of 
delivery,,  eogo^  Illmois  Central,  XX2  Sidixig,  Jackson,  MisSs. 

2  Insert  gross  weight,  of  shipment c  The  Weight^  is 

the  actual  weight  of  the  contents  of  the  car,  as  received,  regardless 
of  its  condition o  If  there  is  no  ®®’shortag®’^  in  the  car  this  figure  my 
be  taken  from  that  shown  under  the  ®^Wei.ght3“’  colijim  of  ths  B/Lo  If 
there  is  a  ”shortage*%  the  gross  weight  shall  be  detenain©!  by  multi¬ 
plying  the  Units  received  by  the  gross  weight  of  the  Uiiito 

NOTE  -  'When  a  carload  is  split  between  two  destiiiatioiis, 
the  B/L  will  be  accompanied  by  a  Certificate  of  Partial  DeUvery 
(Fom  SS=75)'=S9@  Paro  I?  below-and  the  gross  weight  entered  on  the 
B/L  will  be  only  for  that  portion  of  the  shipment  unloaded  at  the 
final  destiaatioiio 

Distribution?  Ai’ea  Field  Offices 

State  Distributing  Agencies 
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P,AilT  F  -  HAIIDIiOOK  OF  COM'iOD7T!i  DISTRIBUTION 


(  LflA ) 

corner 0 


3  Consigjiee  signs  in  the  place  designated  in  the  lower  right  hand 


NOTE  =  The  person  signing  must  be  the  same  person  named  on  the  B/L 
as  consignee  at  the  final  destination^  If  an  agency ^  and  not  an  individual ^ 
is  named  consignee  the  person  signing  must  sho^ij  his  title  as  evidence  of  his 
authority, 

B  Loss  is_  Reported?  When  a  shipment  is  received  on  which  a  loss 

is  claimed^,  the  reverse  side  of  the  B/L  -  in  addition  to  the  *’Consignee*s 
Receipt  of  Delivery^*  “  will  be  completed  as  follo^^rss 

1  In  the  ’'Description**  space  ^  give  a  brief  explanation  of  the  nature 
and  extent  of  the  shortage ^  damage ^  spoilage  or  shrinkage  and  how  (if  known) 
it  occurred. 


NOTE  #1  -  Consignees  have  the  right  to  refuse  to  accept  from  the 
cfU'^rier  any  out”Of»co;:dition  commodity, 

NOTE  #2  =  If  only  a  portion  of  a  shipirant  is  rejected  because  of 
damage  or  spoilage,  the  consignee  shall  immediately  notify  the  agent  of  the 
delivering  carrier  and  reject  the  spoiled  or  danaged  portion  to  him  for  final 
disposition o 

NOTE  #3  “  If  an  entire  car,  or  a  major  portion  of  it,  arrives  out 
of  condition,  the  D/A  will  request  disposition  from  the  Area  Office, 

2  In  '‘Weight  of  Articles**  space,  insert  gross  weight  of  commodity 
for  ^liich  shortage,  damage,  spoilage  or  slnrinkage  is  clairaed, 

3  The  certification  **that  the  facts  noted  above  are  correct** 
must  be  signed  by  the  same  person  who  signed  the  ’’Consignee's  Certificate 
of  Delivery"  on  the  face  of  the  B/Ls 

NOTE  “  The  amount  of  loss  must  agree  with  loss  reported  on 
Form  FP“57  (See  paragraph  V  beloi-)  , 

^  Disposition  of  B/L?  Afuer  completion  the  B/L  will  be  surrendered 
to  the  agent  of  tte  delivering  carrier, 

NOTE  =  A  Form  SS«“75  will  be  attached  to  each  B/L  covering  split 

shipments , 
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PART  ¥  -  HANDBOOK  OF  COMMODITY  DISTRIBUTION 


IV  CONSIGNEE® S  CERTIFICATE  FOR  PARTIAL  DEUVERI  (FORM  SS°75) 

The  form  SS'=75  is  iised  to  receipt  for  deliveries  received  at 
the  stop-off  point  of  a  split  shipment  and  is  to  be  attached  to  and 
made  a  part  of  the  original  B//L,9  covering  the  entire  shipment o 

A  Preparation  of  Receipt  Portions  That  portion  of  the  SS“=>75 
titled^  9‘IIT"^RECE1?T  fO  SE  EXEClI^f&D  BY  STOP»OFF  POINT  CONSIGNEE 
will  be  con^leted  by  filling  in  the  spaces  thereunder  as  follows § 

1'"  COMMODITY  “  Insert  name  of  commodity  in  shipments  This 
should  coincide  with  entry  shown  in  '^'Commodity*’  space  in  part  lo 

2  GROSS  WEIGHT  -  Insert  gross  weight  of  commodities  un” 
loaded®  The  ’’gross  weight”  is  the  actual  weight  of  the  amount  un“= 
loaded  regardless  of  its  conditiono  If  there  is  no  ’’shortage®’  in 
the  car^  this  entry  will  coincide  -with  that  shown  in  the  ’’Gross 
Weight”  space  in  part  I® 

3  NOc  OF  UFiTS  “  Insert  the  nua&er  of  shipping  units 
received  in  the  shipments  If  t>here  is  no  ’’shortage**  in  the  ear 5 
this  entry  will  coincide  with  that  shown  in  the  ®*Units”  space  in 
part  lo 


h  NAME  OF  DELIVERING  CARRIER  -  Enter  the  name  of  deliver* 
ing  carrier o 

$  INB0UM3  SEAL  NOSo  *  Enter  here  the  serial  nuufcer  of  the 
seal  on  each  car  door  when  the  car  arrives  at  the  unloading  point® 

6  OUTBOUND  SEAL  NOS®  *  Eziter  here  the  serial  number  of  the 

seal  on  each  car  door  when  the  car  is  forwarded  from  the  interi^diate 
unloading  point®  In  some  cases  only  one  of  the  ’’Inbound  will 

be  broken  and  therefore  only  one  new  seal  applied  before  the  car  is 
forwarded®  In  these  instances ^  the  same  seal  number  will  appear'  as 

an  ’’Inbound”  and  ’’Outbound”  seal  nuirber® 

7  PLACE  OF  DEUVERI  *  Enter  city  and  state  'whei^e  delivery 
is  made®  This  should  coincide  with  the  addi^ess  of  the  consignee  as 
shown  in  the  ’’Name  and  Address  of  Gonsigriee”  space  in  part  I® 

B  E^ecutiong  Consignees  will  sign  in  space  provided  at 
lower  right  hand  corner  and  show  date  shipment  was  received  in 
space  at  lower  left  hand  corner® 
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PART  V  -  HANDBOOK  OF  COMMODITY  DISTRIBUTION 


^  Preparation  Reverse  Sides  VJhen  a  shipment  is  received  at  stop=off 
point  on  which  a  loss  is  claimed^  the  reverse  side  of  the  SS“75  will  be 
completed  in  the  same  manner  as  the  reverse  side  of  the  B/L  (See  Pare  IIIB^(, 
aboveo) 


^  disposition g  The  SS-75  will  be  attached  to  the  B/L  covers 

ing  the  shipment  and  delivered  to  the  agent  of  the  delivering  carriero 


V  REPORT  OF  SHIP^NT  RECEIVED  SHORT  AED/OR  DAMAGED  (FORM  FP=57) 

The  FP=57  is  the  document  used  by  D/A^s  to  report  losses  cf  commod=> 
ities  caused  by  shortage^  damage  and/or  spoilage  before  delivery  to  the 
D/Ao 

NOTE  “  Dmnediately  upon  discovery  of  any  apparent  lossp  un¬ 
loading  of  the  car  should  be  stopped  and  the  local  freight  agent  summoned 
to  make  an  inspectiono  In  addition^,  if  the  loss  claimed  involves  alio  or 
a  major  portion  of  a  car' ,9  the  Area  office  must  be  immediately  notified 
by  telephone o  In  all  cases, g  the  freight  agent  must  be  notified  of  the 
loss  claimed  before  the  last  load  is  taken  from  the  caro 

A  Preparation g  A  separate  FP-57  is  required  for  losses  on  ship¬ 
ments  covered  by  separate  D/O^So  The  PP=>57  will  be  prepared  in  an  original 
and  two  copies  as  follows g 

lo  Loss  -  Wlien  any  type  of  loss  is  reported  spaces  1  through 
6  will  be  filled  ino 

Shortage  -  'When  the  loss  reported  is  caused  in  whole  9  or 
in  part 9  by  a  shortage  spaces  7  through  I63  in  addition  to  spaces  1 
through  6  -  will  be  fi'Ued  ino 

3o  Damage  or  Spoilage  -  ¥hen  the  loss  reported  is  caused 
in  whole 9  or  in  partn  by  damage  or  spoilage 9  spaces  17  through  30  “ 
in  addition  to  1  through  6  -  win  be  filled  ino 

NOTE  -  The  amount  cf  loss  through  shortage/damage  must 
always  agree  with  loss  indicated  on  original  B/Lo 

B  Execution g  When  the  FP-57  has  been  filled  in,  it  will  be 
executed  as  follows  § 
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FMT  ¥  -  HAI^DBCOK  OF  COmiDITY  DISTRIBUTION 


(V^B) 


1  By  d/a  =  Th£  same  persorss  who  signed  the  receipt  portion 
of  the  D/O  and  the  R?L  will  also  execute  the  FP-57  by  signing  and  dating 
it  in  space  31 o 

2  By  Carrier °s  A^eiA>  =>  The  local  freight  agent  will  be 
requested  to  execu^the  FP^^?  by  manually  signing  in  ink  or  indelible 
pencil  in  the  designated  place  under  Space  32  and  by  inserting  the 
name  and  address  of  the  railroad  he  represents e 

NOTE  =>  If  the  Carrier “s  Agent  refuses  to  sign  the  ^ 

the  consignee  will  enter  in  this  space  the  name  and  address  of  the 
delivering  carrier  and  the  notation^  ’'Carrier  Agents  by  name  (name 
of  agent)  ^  refused  to  sign  this  report ^  one  copy  of  which  was  delivered 
to  him^on  (date) An  agent  refusing  to  sign  the  FP<“57  will  also  be  requested 
to  furnish  a  copy  of  the  Carrier °s  OS&D  report  and  this  report  if  secured 
will  be  attached  to  the  original  of  the  FP^S?® 

C  Distribution g  After  execution  of  the  FP“573  the  original  will 
be  attached  to  the  pink  copy  of  the  D/O  and  forwarded  to  the  Area  office o 
One  copy  will  be  delivered  to  the  Carrier '■s  Agent  and  one  copy  retained 
by  the  D/Ao 

VI  COMMRCIAL  BILIS  OF  lADING 

Occasionally  shipments  move  on  commsrciaQ.  B/L®So  Such  document  is 
not  a  matter  of  record  and  will  not  be  furnished  to  the  D/Ao  Mien  ship= 
ments  are  received  on  coirmercial.  B/L“s  the  Form  SS=>75  will  not  be  used® 
However 5  if  a  loss  is  claimed  on  a  shipment  inoYing  on  a  commercial  B/L 
the  form  FP«=57  will  be  prepared  and  distributed  as  prescribed  above o 

VII  RECEIPT  AND  TRANSFER  OF  COMMODITIES  FROM^^ETWEIU  RECIPIENT 

AGENCIES 

A  Receipt  for  Commodities g  The  D/A  will  maintain  proper 
accountability  for  the  distribution  of  donated  commodities  including 
receipts  at  all  levels  of  distribution^.  It  is  preferred  that  such 
receipts  be  maintained  at  ttie  office  of  the  D/A  in  order  to  facili¬ 
tate  their  review^  but  the  location  requirements  will  be  considered 
met  so  long  as  such  receipts  are  maintained  at  a  level  not  below  the 
last  point  of  distributiono 
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PART  V  »  HANDBOOK  OF  COMMODITY  DISTRIBUTION 


(ra-B) 

B  Transfer  of  Commodities  Between  R/A°sg  The  D/A  is  responsible 
for  supervising  and  maintaining  a  proper  accountability  on  the  transfer 
of  commodities  between  recipient  agencies  to  the  extent  that  such  transfer 
encourage  maximum  consumption  of  commodities o  In  the  case  of  school  lunch 
programs,  the  D/A  may  delegate  this  responsibility  to  local  school  author¬ 
ities  where  such  supervision  and  accountability  can  be  adequately  main¬ 
tained  o 


Attachments  s  FORM  aS-75 

FORM  FP-$7 
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u.  s.  department  of  agriculture 

PRODUCTION  AND  MARKETING  ADMINISTRATION 
SHIPPING  AND  STORAGE  BRANCH 


CONSIGNEE'S  CERTIFICATE  OF  PARTIAL  DELIVERY 
FOR  STOP-OFF  POINT 


_ STOP-OFF  POIHT _ _ 

STOP-OFF  POINT  CONSIGNEE  will  execute  this  certificate  for  the  anount  unloaxled  by  him,  ahowinf;  cOBmodity,  groa 
weight,  numbe  r  o  f  uni  ta,  nameof  t  r  anapo  rtation  oompnny,  i  abound  seal  numbe  fa ,  ou  t  bound  teal  number  a ,  placeof  delivery, 
date,  and  consignee*  a  signature. 


final  destiwatiow 

FINAL  DESTINATION  CONSIGNEE  will  execute  certificate  on  bottom  of  bill  of  lading  for  aoount  of  shipment  unloaded 
at  final  deitination.  Leave  certificate  executed  by  atop-aff  point  conaignee  attached  and  deliver  the  completed  bill 
of  lading  to  the  railroad  agent  in  lieu  of  freight  charges. 


COBSIGHEE'S  CERTIFICATE  OF  PARTIAL  DELIVERY 


II.  RECEIPT  TO  BE  EXECUTED  BY  STOP-OFF  POIMT  COASICBEE 


COMMOD |T Y 

GROSS  WEIGHT  (USE  WORDS  AND  FIGURES) 

NO.  OF  UNITS 

H.4MC  OF  DELIVERING  CARRIER 

INBOUND  SEAL  NOS. 

outbound  seal  nos. 

PLACE  OF  DEL  1 VER Y 

I  hereby  acknowledge  receipt  of  the  above  public  property , 
condition  except  as  noted  on  the  reverse  side. 


which  was  received  in  apparent  good  order  and 


(DATE) 


(SIGNATURE  OF  CONSIGNEE) 


Form  SS-75  (Revarse) 


STOP-OFF  POmT  COMSIGNEE 


REPORT  OF  LOSS,  DAMAGE  OR  SHRINKAGE 

Notice  is  hereby  given  the  carrier  to  whom  this  Bill  of  Lading  is  surrendered  that  the  shipment  was  received  in 
condition  shown  below  and  that  claim  is  made  for  the  value  of  such  loss,  damage,  or  shrinkage  as  indicated. 

Biplanation  regarding  loss,  damage  or  shrinkage  to  be  made  by  consignee,  who  will  state  all  the  facts  available 
concerning  the  nature  or  extent  of  the  loss,  damage,  or  shrinkage,  and  how  it  occurred. 

The  within  shipment  was  received  with  the  following  loss,  damage  or  shrinkage: 


Description 


Height  of  such  articles, _ pounds. 

Invoice  value  or  cost  of  repairs  S _ - 

I  certify  that  the  facts  noted  above  are  correct. 

Consignee 

By _ 

Title _ 


FORM  FP- 57 
(2-7-50) 


U.  S.  DEPARTMENT  OF  AGRICULTURE 
PRODUCTION  AND  MARKETING  ADMINISTRATION 


REPORT  OF  SHIPMENT  RECEIVED  SHORT  AND/OR  DAMAGED 


1.  CITY  AND  STATE  OF  DESTINATION 


COMMODITY  NAME  AND 


PACK 


3  .  CAR  NO. 

4 •  B/ L  NO . 

5.  DATE 

UNLOADED 

C  DELIVERY  ORDER  NO. 

STARTED 

COMPLETED 

A.  SHORTAGE 


7.  OUANT ITY  8 1 LLED 

8.QUANTITY  RECEIVED 

H  •  Q  UA  NT  1  T  Y  S  HOR  T 

10.  SHORTAGE 

BEFORE 

D  ISCOVERED 

AFTER 

D  UR  1  NG  LOAD  1  NG  [  | 

ll-SEAL  NUMBERS  (BOTH  DOORS)  AND  CONDITION 

12.  SHIPMENT  WAS  UNLOADED  FROM 


CAR  TO  WARE  HOUSE 


□ 


TEAM  TRACK  VIA  TRUCK  TO  WAREHOUSE 


□ 


TEAM  TRACK  VIA  TRUCK  TO  RECIPIENT  AGENCY 


13.  PROTECTION  AND  SUPERVISION  AFFORDED  SHIPMENT  DURING  UNLOADING 


14  . 


HOW  WAS  SHORTAGE  DETERMINED 


P  HYS  ICAL  I  I 

RECOUNT  1 _ !  ■'‘Adulation  or  unloading  tally 


□ 


OE  L  1  VER  Y 
RECE  1  PTS 


□ 


DATE 


15.  CAR  SPOTTED 

'time 


16.  CARR lER 
YES  '□ 


NOT  ! F  I  ED 


NAME 


OF  AGENT 


NOT  I F  lED 


DATE 


NOT  1  F  lED 

HOW  NOT  1 F  1  ED 

WIRE  r  1  PHONE  1  1 

LE  TTER 


□ 


B-  DAKfAGF. 


17  . 

OUANT 1 TY  e 1 LLED 

18 •  QUANTITY  RECEIVED 

ID  •  QUA  NT  1  T  Y 

DAMAGED 

20.  NET  LOSS  DUE  DAMAGE 

21  . 

NATURE  OF  DAMAGE 

22-  DAMAGED  DISCOVERED 
before  I  1  after  I  1  DURING  UNLOADING  |  | 

23  •  APPARE  NT  CA  USE 


24.  DISPOSITION  OF  DAMAGED  QUANTITY 

25.  LOAD  PROPERLY  BRACED 

YES  (□  NO  □ 

26.  LOAD  SHIFTED  OR  JUMBLED 

YES  [□  NO  r~] 

IF  PERISHABLE  COMMODITY  FILL  IN  SPACES 

NO.  27  AND  28: 

27.  AMOUNT  OF  ICE  IN  BUNKERS 

WAS  CAR  HEATED 

YES  □  N0[^ 

NO.  OF  HEATERS 

POSITION 

OF  VENTS  AND  PLUGS 

28.  TEMPERATURE  ON  ARRIVAL 

29.  HOW  WAS  QUANTITY  DAMAGED 

DETERMINED 

OUTS  IDE  IINSIDECAR 

ACTUAL  SCALE  WE  1  G  HT 

EST IMATEO 

30 .  CARR  1 ER 

NOT  1  F  1  ED 

NAME  OF  AGENT  NOTIFIED 

DATE  NOT  1 F  lED 

HOW  NOT  1  F  )  ED 

YES  □ 

NO  □ 

W IRE  1  [ 

PHONE  I  [ 

letter!  I 

31.  1  certify  that  tite  intonnation  and  statements  entered  above  are,  to  the  best  of  my  knowledge  and  belief,  true  and 
correc t . 


(SIGNATURE  OE  CONSIGNEE) 


(Date  ) 


32.  Receipt  of  a  copy  of  this  report 


IS  liereby  acknowledged  and  the  facts  contained  herein  ere  verified. 


(DATE  ) 


(SIGNATURE  OE  CARRIER'S  AGE  NT  ) 


(name  of  delivering  CARRIER) 


(address  OE  DELIVERING  CARRIER) 

(Use  Reverse  Side  If  Additional  Space  Is  Needed) 

(I  I■(l  r.MA  .iT'J 


*• 


I 


\ 

I 


UWITED  STATES  DEPARTMENT  OF  AGRICULTURE  FD-8U9“1 

Agricultural  Marketing  Service 
V/ashington  25,  D.  Co 


PART  VI  -  HANDBOOK  OF  COMMODITI  DISTRIBUTION 
Records  and  Reports 


I  PURPOSE 

The  purpose  of  this  instruction  is  to  prescribe  the  records  and 
reports  that  D/A’s  must  maintain  and  submit, 

II  MONTHLY  REPORT  OF  DISTRIBUTION  OF  DONATED  COMMODITIES 
(FORM  FP-155) 

The  Form  FP-155  (see  copy  attached)  must  be  submitted  monthly 
by  each  D/A.  The  purpose  of  this  report  is  to  provide  information 
on  the  quantity  of  each  commodity  received  each  month,  the  quantity 
to  be  distribution  to  each  category  of  eligible  recipients  and  the 
number  of  recipients  in  each  category, 

A  Preparation  and  Distribution;  This  report  is  to  be  pre¬ 
pared  in  not  less  than  an  original  and  two  carbon  copies  for  each 
calendar  month  by  each  distributing  agency.  Negative  reports  shall 
be  submitted  for  those  months  in  which  no  shipments  are  received. 

The  original  and  one  copy  of  the  report  are  to  be  forwarded  to  reach 
the  Area  FDD  office  on  or  before  the  5th  day  of  the  month  following 
the  calendar  month  covered  by  the  report. 

1  Instructions  for  Preparation  -  Detailed  instructions 
for  preparation  are  included  on  the  fact  of  the  report. 


Distribution: Area  Field  Offices 

State  Distributing  Agencies 


Page  i 

5-1-55 


.4^ 


Forv  FP- 155 
(4-6-50) 

U.  3.  DEPARTMENT  OF  AGRICULTURE 

PRODUCTION  AND  MARKETING  ADMINISTRATION 

MONTHLY  REPORT  OF  RECEIPTS  AND  PLANNED 
DISTRIBUTION  OF  DONATED  COMMODITIES 

BUDGET  BUREAU  NO.  40-R652.8 

APPROVAL  EXPIRES  6/30/52 

REPORT  FOR  MONTH  OF 

state 

NAME  OF  DISTRIBUTING  AGENCY 

NAME  OF  COMMODITY: 

SECT  ION: 

REPORTING  UNIT: 

1.  Received  during  month 

2.  Distribution  Plan: 

la)  School  Lunch  Programs 

(b)  Summer  camps,  etc. 

(c)  Institutions 

Id)  Welfare  cases 

(e)  Other 

(S  PEC  1  E  Y  ) 

3.  Recipients  of  above 
commod  it  ies: 

(a)  No.  school  children 

(b)  No.  children  in 
summer  camps,  etc. 

(c)  No.  persons  in 
ins  t  it  ut  ions 

(d)  No.  welfare 
rec ipients 

(e)  No.  persons  in 
other  groups 

INSTRUCTIONS  FOR  COMPLETING  FORM  FP.155; 

1.  On  reverse  side  list  by  D/0  number  each  shipment  received  during  the  month  showing  the  quantity  received  in  good  con¬ 
dition.  On  line  1  on  the  face  of  the  report  show  the  total  quantity  received  for  each  commodity,  identifying  the  pro¬ 
gram  under  which  the  commodity  is  received.  The  reporting  unit  will  be  the  container  sire  in  which  the  commodity  was 

shipped,  e.  g.  ,  number  of  cases  of  #10  cans,  number  of  lOO-lb.  bags,  etc. 

2.  Distribution  Plan:  On  lines  2(a)  through  (e)  show  the  ultimate  disposition  to  be  made  of  all  commodities  received 

during  the  month,  i.  e.  ,  the  total  quantity  of  each  commodity  received  should  be  shown  as  distributed  to  the  eligible 
categories  even  though  physical  delivery  to  recipients  may  not  be  completed  in  the  montti  reported. 

3.  On  lines  3(a)  through  (e)  show  the  total  number  of  persons  in  each  category  who  will  participate  in  the  distribution 
of  each  commodity. 


I  hereby  certify  that  the  figures  on  this  report  are  correct  according  to  the  records 

of  this  office,  as  of _ . 

(date  ) 


(date  ) 


(Representative  or  the  distributing  agency) 


lenicuiTUDE-xsiiiiieToii 


FORM  fP.155  (4-6-50)  RLVERSt 


REPORT  OF  RECEIPT 


DtL  IVERY 
ORDER 

NO. 

NAIYE  OF 
CO^^(OD  ITY 

date 

REC  'D 

REPORT IRG 

UN  IT 
(CASES  . 

BAGS  .  ETC .  ) 

NO. 

OF 

UNITS 
REC  ’D 

DEL IVERY 
ORDER 

NO. 

NAME  OF 
COIvWCO  ITY 

DATE 
REC  ’D 

REPORT  ING 
UNIT 
(CASES  . 

BAGS  .  ETC  .  ) 

NO. 

OF 

UNITS 
REC  'D 

/ 


